VENDOR SELF SERVICE = | [ -

Welcome to Norfolk's Vendor Self
Service System

Click here for step-by-step instructions on

« Create A Mew Accourt Download PDF

« Activate Your Existing Account Dovenlosd PDF
« Update Your Existing Account Dowenlosd PDF

Registerad Users

Hew Users
. Account Mairtenance .
I ] L &ddd my company
Lizer Mame : I_ oo | « Aol my location to existing sccourt
T _| . Create User IDfor existing account
Pazsword l - |

Forgot ¥our Pazsaword? Click Hera

Enter your user name and
password and click
“Login”

Logout successul

It you need assistance, the Customer Resource Center can be reached by email st FBS-AccountsPayabled@norfolk goy
ot by phone st 757-664-4787. The center iz open Monday through Friday from 8:30am to 5:00pm.

Copryright & 2001, 2005, CGl-4MS Inc. L) Rights Reserved, Use of this softveare iz subject to CGL-AMS licenze agreement.
AMZ Scdvantage Bz a registered trademark of CGLAMS Inc.
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AMS ADVANTAGE

Welcome to the AMS ADVANTAGE Vendor Self Service System

This site is divided into the fallowing areas;
» Business Opportunities - Allows you to search the current opporunities available to sell your goods or services to our arganization orto buy our surplus items.

+ My Bids - ¥ou may wiew, edit, or check the status of hids yau have submitted.

» Account Maintenance - Gives you the apporunity to maintain your account information.

» Forms and Additional Information™ 5 Diepartment Listings, Bulletin Board Yiew, and Forms that are available for views and download online,

» Catalog Search - Search available eProcurement Cata

Select “Account

The links at the top will allow you to move between the main areas of our systam. Maintenance”

ty

Logout
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e, John Lee Account Maintenance

Account Maintenance

Headguarters Information .

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation

Business Types

Service Areas

Commodities

IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

« Master Addresses This section allovgou to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarters Account,

o Contacts This section allows you toview and eMgontact information. Corntacts rmay be shared among locations that share the same Headguarers Account,

« Location Information This section allows you to vie
and Discount Terms.

d edit mare specific information related to your location such as Legal Mame, Organization Type, Classification, EFT Infarmatian,

o Address Information This section allows you to view and editw
be associated with an address, as well as indicate additional notes and
respectively.

addresses are listed to receive orders, payments, or bills for your lacation. You may setthe Active To and From dates
rmation. Street Address and Cantact information must be edited on the Master Address and Contact tabs,

o W-3 Information This section allows you toview and edit information related to yOWARS farm, such a5 TIN, TIN Type, and Narme, a5 well a5 the Address to which 1099 Forms will be sent,

s Business Types This section allows you taview and editthe business types that descrit™gour arganization.
o Commodities This section allows you toview and editthe commodities that your cormpany offers

o User Information This section allows you to view and edit your V53 User D, password, user contact andNegeurity infarmation.

o Location Users This section allows you to view and editthe list of users whao are assigned to this location Listed are the various account
maintenance functions that can
be performed in Vendor Self
Service. We will start by showing
“Headquarters Information”.

This option lets you edit your
web address, vendor verification
information and your DUNs #.
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Account Maintenance

Headguarters Information .

Mastet Addiesses Headquarters Information

Contacts

Locsation Information This section allows you to view and maintain the information ahout the Headouarters foryour location. Please click Update to modify

Address Information Headguarters information. Only Headguarters Master Users can make changes to the Headguarers Infarmation.

W9 Information
Business Types
Service Areas
Commodties
Lzer Information
Location Users

View Pending Changes Pending Changes: v

Headnuarters Letmalgme : Morfalk One
Headguarters Account Code ; VEs
Wieh Address :
Catalog DUNS #

_Please verify thatyou are part ofthis ordamsadion by entering the TIM number of your Headguarters and hitting submit. [fyou are unsure ofthe TIN number please
“contact the WehR egistar foryour Headouarer,

YendorVerification : 904316231
Canfirm Werification ; 904316231

Create New Location for This Headquarters

Yerification Hint

First select “Update”.
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Account Maintenance

Headouarter s Informadi . -
i ipees  Update Headquarters Information

Cortacts

Location Infortnation Editvalues below and click Save Changes to save your changes. A red star denotes a required field. Prior updates that have not yet
Address Infarmation heen approved are displayed in this view.
-9 Infarmation

Business Types

 Gervicefress

Commadiies Save Changes Canral
538;.m°rumaﬁ°n Headguarters Legal Mame : Norfolk One
= Headguarters Account Code 30000000071

You will be able to modify
your web address and

== DUNS# and Verification
Wb Address © ttp: . norflkone. corr <= Hint information. After
Fiease incluce hiipd or hitps making any necessary
Catalag DUNS#;| changes, select “Save
: Changes”.
Please verify that you are part of g
Verification Hint thiz organization by entering the

TIN number of your Headguarters
and hitting submit. If you are M

Wendar Verification ; |9I]4315231

Confirm Verification ; |9I]4315231
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Account Maintenance
Headguatters Information

Master Addresses Headquarters Information
Contacts

Location Information This section allows you to view and raintain the information about the Headouarters foryour location. Please click Update to modify

Address Information Headguarters information. Only Headguarters Master Users can make changes to the Headguarters Infarmation.

-3 Infarmation
Buzingss Types

Service Areas " "
s Update Yiew Pending Changes Pending Changes ; [v

Uzer Information
Location Users

Headguarters Leaal Mame : Morfolk One
Headguarters Account Code  Y30000000071
Web Address

Catalog DUMS #:

. Please verify thatyou are part of this organiza
" contact the WehRegistar for your Headguarter.

Wendar Verification : 904316231
Confirm Werification : 904316231

Verification Hint hwy entering the TIM number of your Headguarters and hitting submitllifyou are unsure of the TIM number please

Create New Location for This Headquarters Notice that the
Pending Changes
Box is now

checked. You can
view your pending
change by
selecting “View
Pending Changes”.
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Account Maintenance
Headguarters Information . . -
Masler Adresses View Pending Changes

Cortacts

Location Information This view displays all changes that have not yet taken effect for the current record. A status of New Change indicates that the pending
Address Inforimation change has yetto be submitted for approval. The pending change will be assigned an On Hold status while & prior change is
W8 Information awaiting approval. A Pending Approval status indicates that the pending change has been submitted and is swaiting approval. Click

Business Types an"help & advice" for more information.
SErvice Areas

Commodities
Uzer Infarmation
Location Lizers

Field Label Table Name Last Action Date | Old Value New Value Status
¥ Weh Address  Headguarters Information 08052007 bty Sy norfolkone.com - New Change

iret] (Eraw] hExd Hast

Your pending changes will

~———— be displayed. Note: Your

requested changes will
Table Marme : Headguatters Infarmation have an On hold status
Last Action Date - 0/08/2007 until approved by the City.

User D : norfolk
Artion: Update
Status ; Mew Change
Field Label: Yeb Address
Old Value :
Rewvalue  hitp: e norfolkone.com
Old Memo Value :
Mew hemo Value :
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Account Maintenance

Headguarters Informadi . -
leeriiees  Headquarters Information

Contacts
Locsation Information This section allows you to view and maintain the information ahout the Headouarters foryour location. Please click Update to modify

Address Information Headguarters information. Only Headguarters Master Users can make changes to the Headguarers Infarmation.
W9 Information

Business Types

Service Areas . "
e Update View Pending Changes Pending Changes: v

et l.nformmlun Headquarters Legal Mame ; Morfalk Gne
Location Users
Headguarters Account Code : ¥30000000071
Yieh Address |
Catalog DUNS #

Please verify thatyou are part ofthis organization by entering the TIN number ofyour Headguarters and hitting submit, Ifyou are unsure afthe TIN number please
rantact the WebReoistar foryour Headguarter.

YendarVerification | 904316231
Canfirm Werification ; 904316231 You can also create a hew

Create New Location for This Headquarters \ location for your headquarters

Yerification Hint .

account by selecting “Create
New Location for This
Headquarters”.



+" Step 1: Create Location

Creste Location

Location Information and |
EFT Infarmation

Emall and Organization Inf

Dizcount Information

Step 2 -3 Information

Step 3 Crdeting &ddress

Step 4: Payment Acdress

Step & Biling Address

Step B Business Type

Step T Service Area

Slep & Commodity

Step 9 Submit Redistration

Account Maintenance

Home Help Accessibility

help & advice

Create Location

This pane allows you to enter general information about your organization. Fields with a red asterisk () indicate required fields.

- Morolk One
Headguarters Account Code  Y3000000TT
‘iieh Address hitpf

~#Location Information and Legal Name
Pleaze complete this information that will be uzed to define your organization and create vour l2gal name.

Location Mame : |

First Mame I
hiddle Marme :I

Complete steps 1
through 9 for your new
location. This process is
identical to the new
account registration

] process.
VendorCustomer Code ; V30000000074 ‘Organization Type -
Legal Name - If yvour Crganization is "ndivicual™ enter vour First Miciclfe, and Last Mames below. [four
Alias/DBA | Organization Tyne is 'Company" enler oy Company Name balow, This information will ba
wsed as Wour Legal Mame.

LastMame

Company Mame

~2EFT Information

ABA Number:l AccountNumber:l

Bank Narne : . Routing ID Number:l
Account Type - Spacilic accaunt nimber If account
number is & pooled account
EFT Status

f you vwwauld like to wse Electronic Funds Transfer (EFT) to receive vour payments, please complete the information wwithin this section.

~=Emall and Organization Information
Please complete this additional information that will be uzed to further define your organization.

‘Classification :| M Ordering DUMNS :|
Murmber of Employees - D cligits (ho dashes)

Annual Incame ; _ Intetnet Catalog : |

Lugu;m |
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Account Maintenance

Account Maintenance

Headguarters Information .

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation

Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarters Account,

« Contacts This section allo | to view and edit contactinformation. Contacts may be shared among locations that share the same Headguartars Account.

« Location Information This section
and Discount Terms.

5yl to view and edit mare specific information related to yvour location such as Legal Mame, Organization Type, Classification, EFT Infarmatian,

o Address Information This section allows you to vie
be associated with an address, a5 well as indicate additiona
respectively.

d editwhich addresses are listed to receive orders, payments, or bills for your lacation. You may set the Active To and From dates
5 and information. Street Address and Cantact information must be edited on the Master Address and Contact tabs,

o W-2 Information This section allows you toview and editinfornation rels your-4 form, such as TIN, TIN Type, and Mame, a5 well a5 the Address towhich 1099 Farms will be sent.

s Business Types This section allows you taview and editthe business types that desMge your arganization.

o Commodities This section allows you to view and editthe cormmodities that vour cormpany offer

ity infarmation.

Next we will discuss the “Master
Addresses” option. This option
will allow you to view and edit
street address information.
Select the “Master Addresses”
option.

o User Information This section allows you to view and edit your ¥S3 User D, password, user contact and

o Location Users This section allows you to view and editthe list of users who are assigned to this location
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Welcome, John Lee Account Maintenance

Account Maintenance

Headuuarters Informati
b s Master Addresses

Cortacts
Location Infrmation The Current list of all the Addresses an file for your Headguarters. Please click Update to rodify or delete existing address

Address Information information. Only Headquarters Master Users can update address information.
-9 Information

Business Types

ger"‘cedi‘,reas Address D | Street1 Gty | StateProvince | ZipPostal Code | Pending Changes

ommodties

Lzer Infarmation v AR003 13 Qcean Ave  Saint Augustine FL 32080 I Undate  Yiew Pending Changes
Location Users

Fitat] Erew (HEx Last

Add ltems Pending Additions

Address D ARDDY Country: LISA
Street1: 13 Ocean Ave Phone ; 804-315-3383 Select “Update”
Street 2 Fhane Extension

City: Saint Augustine
StaterProvince : FL
ZipiPostal Code ; 32080
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Account Maintenance
Headguarters Information

Master Adesses Update Master Addresses
Cortacts

Lacation Information Editthe values helow and click Save Chanoges to save your changes. A red star denotes a required figld. YWhen creating a new entry, if

Address Information the Address 1D field is emply, a new Address ID will be generated and assigned to you. Please keep in mind that all changes madeto

W9 Infortnation an existing address will not update all your locations that use this Address ID. Prior updates that have not yet been approved are

Busingss Types displayad in this view.

Service Areas

Commodties

User Infortmation
Location Users

Save Changes

Address 1D ARODA
‘Street1 |13 Ocean Ave

country ‘ United States of Ametica M

Rhone : 904-315-3383
Street 2 [Test One Y KAKKAKK

ity |Saint Augustine Phone Extension :I

"StateiProvince ; ‘ Florida M

ZipiPostal Code ; |32080

Enter your requested changes
and select “Save Changes”.
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Headguarters Information
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Master Addresses
Cortacts

Location Information
Address Information

WA Information

Business Types
Service Areas

Home: Help  Accessibility

Master Addresses

The Current list of all the Addresses onfile foryaur Headguarters. Please click Update to modify or delete existing address
information. Only Headguarters Master Users can update address information.

Commosiies

Uzer Information

Location Lisers

Address D | Street1 City State/Province | ZipPostal Code | Pending Changes
¥ ARO0D3 130cean Ave  Saint Augustine FL 32080 v Update  View Pending Chandes

et PEre] et (LR

Add ltems Pending Additions \

Note that the Pending Changes Box is

Address 1D ARODA Country: USA hecked. Y .
Strest1 - 13 Ocean Ave Phone : 904-315-3383 LGS (LSS o LA ) T e
Street2: Phone Extension pending change by selection View
ity Saint Augustine Pendlng Changes.

State/Province : FL
ZinfPostal Code: 32080

Logout
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Account Maintenance

Account Maintenance
Headguarters Information

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation
Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarers Account,

o Contacts This section allows you toview and edit contact information. Cortacts ray be shared among locations that share the same Headguarers Account,

Location Info
and Digcount Terms.

jon This section allows you to view and edit rmore specific information related to your location such as Legal Mame, Organization Type, Classification, EFT Information,

o Address Information This sect s you to view and editwhich addresses are listed to receive orders, payments, or hills foryour location. Yoo may setthe Active To and From dates
be associated with an address, 25 well as Tgate additional notes and information. Street Address and Contact infarmation must be edited on the Master Address and Contact tabs,
respectively.

o W-2 Information This section allows you to view and editi ation related 0 your-9 form, such a5 TIN, TIN Type, and Narme, a5 well a5 the Address to which 1099 Forms will be sent,

s Business Types This section allows you taview and edit the husiness hat describe your organization.

o Commodities This section allows you to view and editthe cormmodities that your corm

o User Information This section allows you o view and edit your¥33 User 1D, password, user con d security infarmation.

o Location Users This section allows you to view and editthe list of users whao are assigned to this location Next we will discuss the
“Contacts” option. This option
allows you to view and edit your
contact information. Select
“Contacts”.
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Account Maintenance

Account Maintenance

Headguarters Information -
Master Addresses Contacts

Cortacts

Location Infarmation All Contacts on file foryour Headguarters. Please click Update to edit or delete existing contact information. Only Headguarers Master

Adddress Information Users can update Contact infarmation.
-3 Infarmation

Buziness Types

ol f&lreas Cortact ID | Contact Name Email Phone Pending Changes

Commadties

U=er Information v CT009 dohn Lee john lee@coi.com  804-313-3383 I~ Upclate  iew Pending Chanogs

e el e CTM0 Johnlee  johnes@@egicom 904-315-3363 r Update iew Pending Changes
CTO0M Johin Lee johnleeg@egi.com  904-315-3383 N Updste  “iew Pending Chances
CTm2 John Lee johnee@egicom  904-315-3383 | Undate  Yiew Pending Changes

firat] Mg HEEx] HiEst

Add ltems Pending Additions

ContactID; CTODY Phone : 904-315-3383 The Contacts screen will
Contact Marne :John Lee Phone Extension: list all contacts for each
Email : john.leedgeni.com Alternate Phone ; address you have on file
Address 1D ARDOG Alternate Phane Extensian with the City of Norfolk.
Street1: 13 Ocean Ave Fax:

Changes can be made by
Street 2. Alternate Fax: Selecting “Update”. Select

City: Saint Augustine Update
StaterProvince  FL

ZipiPostal Code; 32080
Country ; LISA
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whiglcome, John Lee Account Mairtenance
Account Maintenance

Headguarters Information
Master Lddresses Updatﬁ C'Dnta':ts
Contacts
Location Information Edit the values below and click on Save Changes to save your changes. A red star denotes a reguired field. When creating a new
Address Information entry, ifthe Contact 10 field is ernpty, 2 new Contact 1D will be generated and assigned to you. Please keep in mind that all changes
-3 Information made to an existing contactwill update all ofyour addresses that use this ContactID. Prior updates that have not been approved are
Business Types displayed in this view.
Service Areas
Commodties
Uzer Information | |
Location Users

ContactiD: 7012 s Phone f04-315.3083
‘Cantact Narne : | John Lee Ol After making your revisions
'Email: |john lee@cgi.com Phone E}densiun:l — select “Save Changes”.
, Changes made here will
AddressID:|ARDI]9 Alternate Phone:l update all addresses where
Street1:13 Ocean Ave Farmat KXH-XAANENY the specific contact ID being
Street2: Alternate Phone Extension :I modified is used.
City: Saint Augustine
State/Province D FL FBE: I
LipiPostal Code : 32080 Format C-E0000
Country : UgA Alterate Fax |

Forenat Ka-Xa- X
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Account Maintenance

Account Maintenance
Headguarters Information

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation
Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarers Account,
o Contacts This section allows you toview and edit contact information. Cortacts ray be shared among locations that share the same Headguarers Account,

Location Information This section allows you to view and edit rare specific information related to your location such as Legal Mame, Organization Type, Classification, EFT Infarmation,
and Discount Terms.

o Address Information This section
he associated with an address, a5 well as in
respectively.

= you to view and editwhich addresses are listed to receive orders, payments, ar hills faryour location. You may setthe Active To and Fram dates
additional notes and information. Street Address and Contact information must be edited on the Master Address and Contact tabs,

o W-3 Information This section allows you toview and edit infoMgtion related 1o your -9 farm, such a5 TIN, TIN Type, and Narme, a5 well a5 the Address to which 1099 Forms will be sent,

s Business Types This section allows you taview and editthe business ty at describe your organization.

o Commodities This section allows you toview and editthe commodities that your comp

o User Information This section allows you to view and edit your ¥53 User D, password, user cont d security infarmation.

o Location Users This section allows you to view and editthe list of users whao are assigned to this location Next we will discuss the
“Location Information” option.
This option allows you to view
and edit your Legal Name,
Organization Type and other
detailed information. Select
“Location Information”.
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Account Maintenance
Headouarters Infarmation

T e adresss | Location Information
Contacts
Location Information This section allows you to view and maintain infarmation specific to your business location. Please click Update to modify the location
£ddress Infarmation infortnation. Only Master Users far this location may make updates to this inforation.
Wi Information
Buziness Types
e [ Update The expand all button is  Fending Changes -

Uzer Infarmation

¢ located here.

Location Users

bGeneral Information
[ﬂormaﬁon specific to vour location and Headoguarters. ‘

bLocation Information and Legal Name
Flease complete this information that wil be uzed to define vour organization and create vour legal name. ‘

- PEFT Information
f vau weould like ta use Blectronic Funds Transfer (EFT) to receive your payments, please complete the information within this section. ‘

bEmall and Organization Information
Elease camplete this addtional information that wil be used to further define vour organization. ‘

pecify any dizcounts that wil be applied for promgt payment of invoices. These terms will be the default discount terms used on your Purchase Orders unless

pDiscount Terms
Eherwise specified.

The Location Information screen has
5 topic areas where you can update
information regarding your business.
By clicking on the expand all arrow,
each topic area will be viewable for
editing purposes.

Home

Help  Accessibility  Logout
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Account Maintenance

Headguatters Information
Master Sddresses

Contacts

Location Information

Address Information

-9 Information

Business Types

Service Areas

Commadiies

Uzet Infarmation

Location Users

Home Help  Accessibility
ELF b ERVICE

-aunt hairtensnce

Location Information

This section allows you to view and maintain information specific toyour business location, Please click Update to modify the location
information. Only Master Users for this location may make updates to this information.

| Update Yiew Pending Changes Pending Changes: [

sk
~wheneral Information k
niformation specific to your locstion and Headousrters. Once you have expanded the
Norfalk One screen you can select update to
Headguarers Account Code ; ¥S0000000071 begin making changes to yOUI’

Gavernment Entiy: _ Change Entity information.

rwLocation Information and Legal Name
Flea=e complete thiz information that will be uzed to define your organization and create your legal name.

YendonCustomer: WE0000000071  Organization Type © Company

Legal Kame : Morfolk One First Wame
Alias/DBA iddle Mame :
Location Mame ; LastMame:

Company Mame : Morfalk One

~EFT Information
f you wauld like to use Electronic Funds Transfer (EFT) to receive your payments, pleaze complete the information within this section.

ABA Mumber Bank Mame
Account Mumber Routing 10 Mumber
Account Type EFT Status

Frenote Returmn Reasan:

rwEmall and Organization Information
Plea=e complete thiz additional information that wil be uzed to further define your organization.

Classification : Corporation Ordering DUNS ;
Mumber of Employees Internet Catalog
Annual Income Preferred Ordering Method ;

‘ieh Address Prard Acceptance Level

eriscount Terms

Legouf]
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Account Mairtenance

Account Maintenance
Headnuarters Information . !
Vs Update Location Information
Cortacts
Location Information Edit values helow and click Save Changes to save your changes. A red star denotes a required field. The most updated version of the
Address Information record is displayed in this view.

W-9 Information

Buziness Types

#b

SErvice Areas
Commodties Save Changes

User Informfion -wheneral Information

Lacation Lisers nformation specific to your location and Headgu
Morfolk One
Headguarters Account Cade V30000000071
Gavernment Entity ;

- wLocation Infermation and Legal Name
Pleaze complete thiz information that will be used to define your organization and creste your legal name.

After making your

YendonCustamer ; YS0000000071 Organization Type : Compary necessary changes
Legal Mame : Morfalk Gne First Mame : select “Save Changes”.
AIiasIDBA:| Middle Name :
Last Marme
Loeation Name:| Company Mame ; Norfalk One

- wEFT Information
f you weould like to use Electronic Funds Transfer(EFT) to receive your payments, please complete the information within this section.

ABA Number:| Bank Mame
Routing 1T Kumb :|
AccuuntNumber:' HEG HITLBE:

Account Type 'vl EFT:Slatls: | M

Prencote Return Reasan Explanation

- wEmall and Organization Information
Flease complete thiz additional information that will be used to further define your organization.

Classification : Corporation Ordering DUNS ; |
Mumber of Employees - 3 digitsino dashes)

Annual Income VI Internet Catalog |

Logout
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Account Maintenance

Account Maintenance
Headauatters Information o . x
e Location Information
Cortacts
Location Information Thiz section allows you to view and maintain infarmation specific to yaur business location. Please click Update to modify the location
Address Information infarrmation. Only Master Users forthis location may make updates to this information.
W9 Information
Business Types
Service &) " g
CE:::;“E;S Update Yiew Pendlng_ Changles Pending Changes : W
User Information dh f
Al ~wGeneral Information
nfarmation specific to your location and Headquarters. / |
Norfalk One After saving your changes
Headguarters Account Code : YE0000000071 the pending changes box
Governrment Entity Change Entity will be checked. Remember
all changes submitted must
~wLocation Information and Legal Name be approved by the City_

Please complete this infarmation that will be uzed to define your organization and creste your legal name.

You will be notified via email

YendorCustomer: ¥50000000071  Crganization Type : Compary .
or letter regarding the status

Legal Mame : Morfolk One First Mame :
AliasiDBA Middle Mame : of your change requests.
Location Name LastMame :

Company Mame ; Morfolk One

-%EFT Information
f you weould like to uze Electronic Funds Transfer (EFT) o receive vour payments, please complete the infarmation within this section.

ABA Mumber: Bank Mame
Account Mumber Routing 1D Mumber ;
Account Type EFT Status

Prenote Retum Reason

~wEmall and Organization Information
Please complete this addtional information that will be used ta further define your organization.

Classification : Corparation Qrdering DUMNS
Mumber of Employees Internet Catalog
Annual Incarme Freferred Ordering Methad :

Weh Address ; Frard Acceptance Level ;
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Welcome, John Lee Account Maintenance

Account Maintenance

Headguarters Information .

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation
Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarers Account,
o Contacts This section allows you toview and edit contact information. Cortacts ray be shared among locations that share the same Headguarers Account,

« Location Information This section allows you to view and edit more specific information related to your location such 2 Legal Name, Organization Type, Classification, EFT Information,
and Discount Terms.

« Address Informatio
be associated with an add
respecively,

iz section allows you to view and editwhich addresses are listed to receive orders, payments, or hills for yaur location. You may set the Active To and From dates
wiell a5 indicate additional notes and information. Street Address and Contact information must be edited on the Master Address and Contact tabs,

o W-3 Information This section allows you to view 3 it inforrmation related to your -9 form, such 25 TIN, TIN Type, and Name, a5 well 25 the Address towhich 1099 Forms will be sent.

s Business Types This section allows you taview and edit the husin es that describe your organization.

o Commodities This section allows you toview and editthe commodities that your co

o User Information This section allows you to view and edit your W53 User D, password, user contat ety infarrmation.

o Location Users This section allows you to view and editthe list of users whao are assigned to this location Next we will discuss the
“Address Information” option.
This option will allow you to vew
and edit addresses to receive
orders, payments or bills . It is
important to remember that
actual addresses can only be
changed in the Master
Addresses option. Select
“Address Information”.
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ome, Maorfolk city : unt Maintenance
Account Maintenance
Headguarters Information .
e s Address Information [help & a
Contacts
Location Informstion The Current list of Addresses on file for your location. Please click Update to modify or delete existing address information. Qnaly
Address Information Master Users can update address inforrmation.

WW-9 Information
Business Types
Service Areas

Commodities
|=et Information + Billing ARD03 Cne Ocean City  Morfolk city [ Update iew Pending Chanoes

Addrezs Type | Address ID Street 1 Principal Contact | Pending Changes

SR Payment AROO9 One Ocean City  Morfolk city | Update Yieww Pending Changes
Procurement ARO09 One Ccean City  Morfolk city | Update Yieww Pending Changes
Wieh Registrar AROO9 One Ccean City  Morfolk city | Update  Yiew Pending Changes

Firzi B R B |G

Notice that the Address Information
Y page will list your Billing, Payment,
Procurement and Web Registrar

—wheneral Information . . . —
address information. You can edit

gugies=Tyde RIiHng Default Record : ffv the Active From and Active To dates
Actwe_mm aBEHaar for each address by selecting the
Active To update link next to the |
) Sorresponding address. Select
Update” for any of the addresses
Address (D ARDOS FPhaone : 904-315-3383 listed.
Street 1 One Ocean City Fhone Extension :
Street 2 ; Country ; LISA

City : Wirginia Beach  Additional Address Info
StatelProvince | WA
FipfPostal Code © 23461

~wPrincipal Contact

Principal Contact (D CTO12 Fhone: 904-315-3333
Principal Contact : Marfolk city Fhone Extensian :

English Spoken ;. |+ Alternate Phone
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ome, Marfolk city

; it Maintenance

Account Maintenance
Headguarters Information

Master Addresses

Corntacts

Location Information
Addrezs Information

W= Information

Business Types
Service Areas

Commodities

Lzer Information

Location Users

Update Address Information

Edit vourvalues below and click Save Chandes to save your changes. A red star denotes a required field. To chandge address
information, please navigate to the Master Address page. To change contact information, please navigate to the Contacts page. Prior
updates that have not vet heen approved are displayed in this view:

Save Changes Fhk
—wheneral Information

Address Type | Weh Registrar

Active Fromm - IEIBH 42007

Active To |

Default Record . v

«

~whiddress

Address D AROOS
Street 1 One Ocean City
Street 2.
City : Yirginia Beach
State/Province WA
FZipfPostal Code ; 23461

Fhone : 904-315-3383
Fhone Extension :
Country ; LISA

After editing the Active From
and Active To dates select
“Save Changes”. Remember
all changes will be in a
pending status until approved
by the City of Norfolk.

Additional Address Info :

~wPrincipal Contact

Frincipal Contact (D CTO09

English Spoken . [+

Fhone : 904-3145-3383

Principal Contact © Maorfolk city Phone Extension :

Alternate Phone ;

Correspondence Type | Ermail

|1] Alternate Phone Extension ;

Email : norfolkgeity. goy

Fau:
Alternate Fax:

~wContact Address
Street 1 : One Qcean City

Street 2



“\I\‘\{ Vinoor Secr Service R

wielcome, Marfolk city Account Mainterance
Account Maintenance
Headguarter s Information . -
Waster Addresses Address Information
Contacts
Location Information The Current list of Addresses on file foryour location. Please click Update to rodify or delete exsting address information. Only
Address Infarmation Master Uzers can update address information.
WA Information
Business Types
Service ».&.reas Address Type | Address D Street 1 Principal Contact | Pending Changes
Commodties
Lzer Information Billingy ARN0Y One Ccean Cly  Morfalk city H Unclate  Wiesy Pending Chandes
Ll Payment ARO0G One Ocean City  Morfalk city W Update iewe Pending Changes
Procurement ARO0D3 One Qcean City - Marfalk city W Update  Yiew Pending Changes
¥ \Web Registrar  ARDDS One Ccean City - Marfalk city v Update  Yiewy Pending Changes
fErat] e e e
Add ltems Pending Additions
1) Notice that the Pending Changes
~wGeneral Information box will now be checked for the
Address Type : Wieh Registrar Default Recard: v address that you modified.
Active From : 08142007
Artive To
-whddress
Address 1D ARDDY Fhone : 904-315-3383
Street1: One Ocean City Fhaone Extension ;
Street?: Country: LISA
City: Virginia Beach  Additional Address Info
State/Frovince | VA
ZinPostal Code : 23461
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Account Maintenance

Account Maintenance
Headguarters Information

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation
Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarers Account,
o Contacts This section allows you toview and edit contact information. Cortacts ray be shared among locations that share the same Headguarers Account,

« Location Information This section allows you to view and edit more specific information related to your location such 2 Legal Name, Organization Type, Classification, EFT Information,
and Discount Terms.

o Address Information This section allows you to view and editwhich addresses are listed to receive orders, paymerts, or bills for yoor location. You may set the Active To and Fram dates
be associated with an address, a5 well as indicate additional notes and information. Street Address and Contact infarmation must be edited on the Master Address and Contact tabs,
respectively.

o W9 Information

s Business Types This section allows

o Commodities This section allows you to view and edit the corm

ection allows you toview and editinformation related to your W9 form, such as TIN, TIN Type, and Mame, as well a5 the Address towhich 1099 Farms will be sent.

igi and editthe husiness tipes that describe your organization.
atyour company offers

o User Information This section allows you to view and edit your V33 User D, passwor act and security information.

o Location Users This section allows you to view and editthe list of users whao are assigned to this location Next we will discuss the “W-9
Information” option. This option
will allow you to edit your TIN,
TIN Type, Name as well as the
TIN Address. Select “W-9
Information”.



Account Maintenance
Headguarters Information

ELF SE’E{‘.'H'[:

Master Addresses
Contacts

Location Information
Address Information

-9 Information

Buziness Types

SErvice Areas

Commaodties
Uzer Information

L coourt baintenance

W-9 Information

This section allows you toview and maintain 1049 Reporting Information for a Vendar. Flease note that because of special
processing unique to Taxpaver [0 Mumbers you must use the Change TIM o make changes to your Taxpayer I0 Mumber. Click
Pending Additions 1o view changes to Taxpayer ID Mumber. All other updates may be made with the Update button. Only Master Users
may make changes o this section.

Location Lisers

View Pending Changes

Pending Additions Pending Changes: [

Tavpayer 1D Kumber: TATEbHY

TIM Type: EIN
-wlaxpayer Information
Mame : Maorfolk 3
Buginess Mame
Address : One Ocean City
ity Wirginia Beach

State WA

ZIP Code: 23464

Change TIN
<

You can edit all relative TIN
information by selecting “Change
TIN”. Note: If you only need to
update the TIN Name and Address
you can use the “Update” option.

Home Help  Accessibllity

Logout
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Account Maintenance

Account Maintenance
Headguarters Information

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation
Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarers Account,
o Contacts This section allows you toview and edit contact information. Cortacts ray be shared among locations that share the same Headguarers Account,

« Location Information This section allows you to view and edit more specific information related to your location such 2 Legal Name, Organization Type, Classification, EFT Information,
and Discount Terms.

o Address Information This section allows you to view and editwhich addresses are listed to receive orders, paymerts, or bills for yoor location. You may set the Active To and Fram dates
be associated with an address, a5 well as indicate additional notes and information. Street Address and Contact infarmation must be edited on the Master Address and Contact tabs,
respectively.

o W-3 Information This section allows you toview and edit information related to youry-9 farm, such a5 TIN, TIN Type, and Narme, a5 well a5 the Address to which 1099 Forms will be sent,

¢ Business €5 Thissrction allows you to view and edit the business trpes that describe your organization.

o Commeodities This section allows you t & commadities that your company offers

o User Information This section allows you o wiew and edit your¥33 User 1D, ) rpontact and securty information.

o Location Users This section allows you to view and editthe list of users whao are assigned to this location Next we will discuss the
“Business Types” option. This
option will allow you to edit the
business types that describe
your organization. Select
“Business Types”.
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Account Maintenance
Headauarters Infarmation . -
TR Business Types
Cortacts
Location Information The current list of Business Types on file for your location. Please click Update to modify or delete existing business e information,
Address Information Only Master Users can update business tpe infarmation.

WA Information
Buziness Types

Service .lﬂ\lreas Buziness Type ID | Certification No | Certification Start Date | Certification End Date | Pending Changes
Commadties -
Lser Information it

Location Users

Add ltems Pending Additions

- Next select “Add Items”.
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Wielcome, Marfolk city Account Meintenance

Account Maintenance
Headguarters Information
Master Lddresses ChOOSE
Contacts
Location Infarmation Selectone or more Business Types to associate to yaur campany. To search foryaur Business Type, enter avalid business type and click Search.
Loddress Information Flease click Ok to save your changes.

T VWeOlformation

Business Types
Service Areas Clear
Commodties

Uzer Information Business Type :l
-

[ African Ametican femals . .
_ , A complete list of Business
[ Adrican Ametican Male . .
O] Heutrens Types as defined by the City
Ut Female l : 1
(] American Indian Female will be dlsp.layed. Y'OU can
select multiple business
[ -Americar ndian mele types from the list. After
(] Aleut Male selecting your business
Aian American female types select “OK”.
[ Asian &merican Male
[] Caucasian Female

[ Caucasian Male
First Prew Newt Last

OK| Cancel

Note: The “Next” link will allow
you to scroll through the
complete list of business
types.
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Account Maintenance

Account Maintenance
Headguarters Information

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation
Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarers Account,
o Contacts This section allows you toview and edit contact information. Cortacts ray be shared among locations that share the same Headguarers Account,

« Location Information This section allows you to view and edit more specific information related to your location such 2 Legal Name, Organization Type, Classification, EFT Information,
and Discount Terms.

o Address Information This section allows you to view and editwhich addresses are listed to receive orders, paymerts, or bills for yoor location. You may set the Active To and Fram dates
be associated with an address, a5 well as indicate additional notes and information. Street Address and Contact infarmation must be edited on the Master Address and Contact tabs,
respectively.

o W-3 Information This section allows you toview and edit information related to youry-9 farm, such a5 TIN, TIN Type, and Narme, a5 well a5 the Address to which 1099 Forms will be sent,
s Business Types This section allows you taview and editthe business types that describe your arganization.

Commeoditi ertion allows you toview and editthe commodities that your company offers

o User Information This section allows you fo we 53 User D, password, user contact and security infarmation.

Next we will discuss the
“Commodities” option. This
option will allow you to view and
edit the commodities that your
organization offers. Select
“Commodities”.

o Location Users This section allows you to view and editthe list of users who are assigng
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Accourt Mainterance

Account Maintenance
Headguarters Information

Master Addrezses CommOditiES

Cortacts
Location Information Current list of Commodities that your location is currently registerad for, Please update (add, change, delete ) commodity infarmation

Adgress Information as needed. Remember only Master Users' can update Commodity information.
W3 Information

Business Types

e fﬂjreas Commodity/Service Code | Commodity Description
Lommadities
User Information feiren| (Ere] THex| st

Location Users

Save Changes Add ltems

Select “Add Items”.
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Account Maintenance
Headguarters |nformation
Master Addresses
Contacts

Lacation Information

Address Information
-3 Infarmation

Home Help  Accessibility

daintenance

Choose

Select one or mare Commodities to associate to your company. To search foryour Commodity, enter in a valid Commodity Code or Description and
click Search. Please click Ok to save your changes.

Buziness Types Wildcard (*) searches are allowed. For example, a search of Description using 'tomputer® finds all commaodities whose description beging with the

Service Areas wiard tamputer. However, a search of Description using "computer™ would find all commaodities with the word ‘tomputer ampwhere in the

Commadies description,

I=er Information

== Clear There is a robust search feature

Commodity Code number or

Commudityr Descrimion : |ABRASNES* b Description_

Commodity Description Commodity/Service Code

[] SPECIALTY CODES 00000

E ::;:m EEEE; A complete list of commodity
codes based on the NIGP

L A L commodity listing will be

[] Abrasive Equipment and Tools 00505 < displayEd. There are also custom

[] Abrasives, Costed: Clath, Fiber, Sandpaper, ete. 00514 commodity codes that the City

Abrasives, Sandblasting, Metal 00521 has defined. You can select

[] Abrasives, Sandblasting (Other than Metal) 00528 multiple commodity codes to

[ Abrasives, Solict YWhesls, Stones, eto. 0042 describe What yOUI" organization

D Abrazives, Tumbling (heel) 00556 OfferS.

Fitst Prev Mest Last

The “Next” link will allow you
to manually scroll through the
Commodity Code listing.

Logout
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Account Maintenance

Account Maintenance
Headguarters Information

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation
Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarers Account,
o Contacts This section allows you toview and edit contact information. Cortacts ray be shared among locations that share the same Headguarers Account,

« Location Information This section allows you to view and edit more specific information related to your location such 2 Legal Name, Organization Type, Classification, EFT Information,
and Discount Terms.

o Address Information This section allows you to view and editwhich addresses are listed to receive orders, paymerts, or bills for yoor location. You may set the Active To and Fram dates
be associated with an address, a5 well as indicate additional notes and information. Street Address and Contact infarmation must be edited on the Master Address and Contact tabs,
respectively.

o W-3 Information This section allows you toview and edit information related to youry-9 farm, such a5 TIN, TIN Type, and Narme, a5 well a5 the Address to which 1099 Forms will be sent,
s Business Types This section allows you taview and editthe business types that describe your arganization.
o Commodities This section allows you toview and editthe commodities that your cormpany offers

User Information Zhés section allows you to view and edit your V53 User D, password, user contact and security infarmation.

Next we will discuss the “User
Information” option. This option
will allow you to edit your VSS
user ID, password and other
contact and security information.
Select “User Information”.

o Location Users This section allows vl ditthe list of users who are assigned to this location
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Account Maintenance

Account Maintenance

Headouarters Informstion .

e User Information
Cortacts

Location Inforimation The Current list of all the users defined for vour Headguarters, This is a combined list of all users for all locations within your

Address Information Headguarters, Please update (add, change, delete users) your user information as needed. Ifyou would like to add & new uzerta

W¥-2 Information your Y85 account please click Add tems. Headouarters Master Users may add, change, & delete users. Location Master Users may

Business Types Add new users ar update their own information but are not allowed to delete users.

service Areas

Commocitiss

Uzet Infarmation
Location Users

First Name | Last Name Email

¥ Morfolk city norfalki@city. gov
i | [l

T
(el

Wz icii

You can also add contacts/users
____ by selecting the “Add Items”

Add ltems option.

Niorfolk 3

First Mame |N0m\

LastName: Icitg,r

Save Chun,es

LzerlD (case sensitive

After updating the required
information simply select “Save
Changes”.

Headnuarters Master User:

Email |norfu|k@cit3,r.guv

Phone : |804-315-3353

Extension : |

Fa}{:l

‘Security Guestion ; |What is your mother's maiden name? M

You can also change your current password if

Baciriy A [swens necessary. Select the “Change Password” link.

‘Password Io..o..o.

‘Confirm Password |uuuu

Top
Change Pazanornd

Logou
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Welzome, Norfolk city Accourt Maintenance

Account Maintenance

Headguarters Information
haster Addresaes Change Password

Cortacts hel i

e - Weny Back
Location Information TR
Address Information
WA Infarmation

Buzinesz Types T
Service Areas Old Passiword ' |
Commadities al 1
Uzet Information HEw e annil |
Lt etz Verify New Password |

S You will then be asked to enter your
old password, enter a new one and
i @ then verify. After entering this data

select “Change Password”.




' 5 Home Help  Accessibility  Logout
h\\\ Voo Sewe ’

e, John Lee Account Maintenance

Account Maintenance

Headguarters Information .

TT— Account Maintenance

Contacts

Location Informetion This section will allow you to rmaintain the information abootyour account, Please update vour information a5 your operation changes.

Address Information

-9 Infarmation
Business Types
Service Areas
Commodities
IJzet Information
Location Lizers

» Headquarters Informatian This section allows you to view and editinfarmation about the Headguarters of your location. You may update location verification secarity and the
Headguarters weh address.

o Master Addresses This section alloves you to view and edit street address information. Master Addresses rmay be shared among locations that share the same Headguarers Account,
o Contacts This section allows you toview and edit contact information. Cortacts ray be shared among locations that share the same Headguarers Account,

« Location Information This section allows you to view and edit more specific information related to your location such 2 Legal Name, Organization Type, Classification, EFT Information,
and Discount Terms.

o Address Information This section allows you to view and editwhich addresses are listed to receive orders, paymerts, or bills for yoor location. You may set the Active To and Fram dates
be associated with an address, a5 well as indicate additional notes and information. Street Address and Contact infarmation must be edited on the Master Address and Contact tabs,
respectively.

o W-3 Information This section allows you toview and edit information related to youry-9 farm, such a5 TIN, TIN Type, and Narme, a5 well a5 the Address to which 1099 Forms will be sent,
s Business Types This section allows you taview and editthe business types that describe your arganization.

o Commodities This section allows you toview and editthe commodities that your cormpany offers

o User Information This section allows you to view and edit your V53 User D, password, user contact and security infarmation.

o Location Users This section allows you to view and editthe list of users whao are assigned to this location Next we will discuss the
“Location Users” option. This
option will allow you view and
edit users assigned to a specific
company location. Only users
that are valid for your
Headquarters location can be
assigned to a location. Select
“Location Users”.
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velcome, Morfalk city Accourt Maintenance
Account Maintenance

Headguarters Information % o -
Master Adresses Users for this Location
Cortacts
Location Information The Current list of all the user's who have been assigned to this Location. Please update (add or delete users) as needed. Ifyou
Address Information would like to assign an existing user to this Lacation please click Add ferms. Only Users who are valid within your Headguarters can
W3 Infortnation he assigned to this location. Remember only Master Users' can create or delete users.

Businezs Types
Service Areas

Commadities User ID{case sensitive) | First Name | Last Name

User Information

e ¥ norfolk 3 Torfalk city
Rl F'revl Naxtl St
Save Changes Add ltems |
User|D({case sensitive) Yn
Al RO First you would use the “Find” feature
g to locate a user who is valid at your
Macterlsers 2 headquarters location. After locating the

required user for this location select
“Add Items” and then select “Save
Changes”.

Logout



